Executive Officer
Logistics
Day One
Unload Truck with supplies
	Do inventory (list of items)
	Clean Pumpkins with Clorox and water solution
	Assemble guidons
	Assemble Safety bags
	Set aside supplies for in-processing
		Signs, safety cones, extra canteens, pumpkins, guidons
		Baggies, receipts for contraband, contraband boxes
Each Day
	Determine the schedule of the day
	Determine what supplies will be needed – discuss with instructors what supplies will be needed
 (ie DDR Class will use drunk goggles)
Sign out all non-consumable and consumable items

Last Day
	Do inventory
	Gather supplies that have not been turned into logistics
	Gather guidons and pumpkins after PIR
	Put all items that need to be cleaned or washed in separate bin
	Empty pumpkins



Administration
Day One
	Unload administration supplies from truck
	Set up computers, printers, wireless
	Prepare papers for staff in-processing
	Prepare papers for basic, ATS, & Intermediate in-processing	
		List of flights, Flight Sign in, Administration sign in, Room assignments
		Flight assignments
	Separate medical paper from 31A and put in Medical Box – give to medical
	Put 31As in notebooks by flight and alphabetically, staff, Intermediate, & ATS
	Get cell phone numbers of all staff and SM and create spread sheet, distribute
Each Day	
Make copies as needed
		Dailey reports,  schedule changes, inspections sheets
	Post schedule changes on master schedule
	Begin making certificates, 2As for encampment ribbons, files for flights with paper work for out
		Processing
	Print schedules as needed
	Receive paper work from line staff and executive staff and redistribute 
Last Day
	Distribute paper work at out processing
	Do inventory of all administration supplies – give list to Major Smalley DO NOT PACK IN BOX
Pack all administration supplies
Clean room
Put all Administration boxes with logistics for loading in truck
Vacuum room, empty trash



Medical
First Day
	Unload medical supplies from truck
	Inventory all supplies, determine if there are drugs (etc) that are out of date and throw away.
	Make list of supplies that may need to be replaced or purchased.  Give to logistics.
	Obtain medical records from administration before in-processing, alphabetize by flight.
Each Day
	Obtain canteen for each flight and monitor intake.
	Consult with CC when flags for heat (cold) are posted or changed.
	Sign each cadet into medical on medical forms when needed.
	Distribute medications as needed to cadets.
	Monitor firearms & ropes area as needed.
Last day
Inventory all supplies and replace medical supplies in boxes.  Give inventory list to Lt Col Nancy Smalley or Maj Jane Smalley.  DO NOT PUT IN BOXES.
	Put all medical records together. Give to admin for storage.




Communications
Day One
	Unload radios, inventory.
	Set up base radio
	Create sign out sheet for radios
	Determine channels for Johnsons and ISRs to be used
		Make cards with list of assigned channels to give to staff
	Distribute radios to senior members and staff as needed.
Each Day
	Be available to replace and repair radios.
	Replace batteries as needed.
Last Day
	Gather all radios
	Remove batteries from ISRs
	Distribute radios that will not be staying for LESA.


Charge of Quarters (CQ)

Day One
	Set up CQ Office
	Work with CC, Safety to implement Fire Drill
	Prepare CQ Log – Assign areas of responsibility
	Gather supplies from Logistics
		Log Book, pens, pencils, flash lights, clip board, radios, safety vests, arm bands
Each Day
	Keep log with day, time and activity.
	Note any person out of place and report to CC or DCP

Last Day
	Gather up supplies and return to logistics
	Clean CQ Room, empty trash cans, vacuum, wipe off tables
	Clean your own room and pack

Standards and Evaluation Team (SET)

Day One
	Set up SET Office
	Prepare inspection standards and inspection sheets
Each Day
	Assign inspections
	Review who is teaching what classes and when
	Determine Honor Flight for the day
	Make ribbons for daily honor flight
Last Day
	Determine Honor Flight, Warrior Flight, and Academic Flight
	Make Ribbons
	


Public Affairs Office (PAO)

Day One
	Set up PAO Office
		Computers, printers, cameras
	Assign photographers with specific tasks
		Basic in-processing
		Flight formation
	Start taking photographs 
Each day
	Download photographs daily, delete bad, fuzzy or inappropriate pictures.  
	Determine what will be used on daily report on web site.
	Write story, submit photograph and story to web master, and to Maj Smalley for approval
	Web Master should up load each day.
	Begin preparing slide show for dining in.

Last day
	Put all photographs on a disk for DCP for archives
	Put slide show on disk for DCP for archives
	Give to Maj Smalley. DO NOT PUT IN A BOX.
